TOWN OF NORWOOD
PERSONNEL BOARD

#P-101 - HIRING POLICY
REGULAR NON-CIVIL SERVICE POSITIONS

1. Purpose and Scope
The purpose of this policy is to establish consistent procedures for the recruitment and selection
of qualified candidates for all regular non-civil service positions in Town service, exclusive of
temporary positions.

2.1

22

Applicability

This policy applies to all full and part-time compensated positions, excluding elected
officials and employees of the School Department. Employees whose positions are
covered by Civil Service Law or a collective bargaining agreement are subject only to
those portions of the policy which are not separately regulated by Civil Service Law or by a
collective bargaining agreement. Persons employed under individual employment
agreements shall follow all of the provisions of this policy.

This policy is intended to be consistent with any and all applicable laws. If any part of this
policy is inconsistent with the law, that part of the policy shall be considered invalid, and
the remaining provisions of the policy shall be construed to be consistent with the law.

3. Definitions
Please consult the Personnel Definitions Document (#D-100) regarding terms utilized throughout
this policy.

4. Policy

4.1

4.2

4.3

4.4

The hiring procedures outlined in Section 5 shall be followed in order to appoint an internal
or external candidate to a vacant position in Town service.

When hiring seasonal or temporary employees, please refer to the Seasonal/Temporary
Employment Policy [#P-103].

It is the policy of the Town to post and/or advertise all vacant positions.

Exception: The Town Manager, with prior concurrence from the Board of Selectmen, is
exempt from this section for the purposes of appointing his/her executive staff, which shall
be limited to the following positions or their renamed equivalent: Assistant Town
Manager, Executive Assistant to the Town Manager, and Executive Assistant to the
Assistant Town Manager.

The primary goal of the Town in the employment process is to fill vacancies with the most
qualified candidates available. The Town will adhere to the principles of Affirmative
Action and Equal Employment Opportunity.
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4.5 The Town's policy is to comply with the Americans With Disabilities Act, the Town’s
ADA Policy, and the comparable state law in all phases of the hiring process, including
making reasonable accommodations to enable applicants with disabilities to obtain access
to Town facilities for the purposes of seeking employment and, if hired, to perform the
essential functions of the position.

5 Procedures
5.1 Posting and Advertising
5.1.a The position description presently on file in the Human Resources Department is
the official description of the duties and responsibilities of the position.

5.1.b The Department Head/Appointing Authority will work with the Human Resources
Department to prepare a job posting based on the official position description, grade
and salary information. All postings and advertisements shall be in a format that
will include at least the following information:

e Position title e Department/Location of job

e Salary or salary range e Brief description of duties

e Minimum qualifications e HR address to send applications
o AA/EEO/ADA statement e Materials required for application
e “Open Until Filled” or a deadline for filing applications

e Any other information deemed necessary by the HR Department

5.1.b.i  All postings will be completed using the format available in the Human
Resources Department.

5.1.b.ii  All applications must be submitted through the Human Resources
Department.

5.1.c  The Human Resources Department will review each job posting for accuracy and
consistency with this policy and the position description.

5.1.d Once reviewed and approved for accuracy and consistency, the Human Resources
Department will post the job opening(s) in appropriate Town locations. Qualified
internal applicants are encouraged to apply.

5.1.e If the position is to be advertised externally (decided by the Appointing Authority in
consultation with the Human Resources Director), the Department Head shall work
with the Human Resources Department to prepare the text of the external
advertisement. The Human Resources Department will review for appropriateness
and consistency. Once approved, the Human Resources Department will place the
advertisement in the appropriate newspapers, trade journals, Town or other
recruitment web-sites and/or other medium that meets their needs. Generally, all
costs for advertising will be the responsibility of the department with the vacancy.

5.2  Employment Applications
5.2.a In the case of Police Department civilian positions, applicants shall complete the
Norwood Police Department Civilian Employment Application. All applications
are available on the Town of Norwood Employment Opportunities website.
Resumes may be accepted as supplements to the application, but not as substitutes.
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52.b

5.2.¢c

52d

5.2.e

524

52.¢g

All candidates will have the opportunity to self-identify as having protected group
status by filling a Self-Identification Form. The decision as to whether or not to
identify is up to the applicant. The self-identification form should be forwarded to
the Human Resources Department. However, as part of the Town’s commitment to
Equal Employment Opportunity, hiring departments may request information
regarding the forms.

No candidate will be considered without a complete application package, as defined
in the job posting.

Applicants for positions that require degrees, licenses, etc., must provide copies or
proof of those materials, or complete an authorization form available in the Human
Resources Department to allow for verification of such information, prior to
beginning employment.

Applicants who claim special status as a result of military history must provide a
copy of the appropriate discharge notice.

All such materials, excluding protected group self-identification, will be kept in the
official posting file.

A copy of the selected candidates resume, award letter, and application will be kept
in the candidates personnel file.

5.3 Screening and Interviewing

53.a

53.b

The Human Resources Department and the Department Head/Manager will screen
resumes based on criteria in the position description and posting.

Department Heads/Appointing Authorities shall work with the Human Resources
Department to:

5.3.b.i Develop standard selection questions and use the same for all candidates.

5.3.b.ii Select qualified candidates for interview and send a letter to candidates not
selected for interview in a timely fashion.

5.3.b.iii Notify candidates selected for a second interview by telephone or e-mail.

5.3.b.iv Select candidates for final interviews, contact references where
appropriate, and conduct final interviews. (Interviews of finalists
conducted by Town Boards and Commissions are subject to the provisions
of the open meeting law.)

5.3.b.v  Select final candidate and review job offer with Human Resources
Director, as indicated in Section 5.4.

5.3.b.vi Notify unsuccessful candidates by telephone or by mail.

5.3.b.vii All communication to the candidates or others asking about the hiring
process will be made through the Human Resources Department.

5.4 Job Offers

54.a

#P-101 Hiring Policy

For starting salary, the Department Head/Appointing Authority shall not commit
anything above Step 3 until prior written approval is obtained from the Human
Resources Director, as indicated in Section 5.5.d.
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5.4.b

54.c

5.4d

5.4.e

54.f

Please note that job offers or job offer letters shall not contain benefit language or
compensation commitments inconsistent with existing Town personnel policies for
new hires or make future compensation or benefit commitments that are
inconsistent with existing Town personnel policies.

Appointing Authorities shall consult with the Human Resources Director prior to
any initial or final job offer made, to ensure consistency and compliance with
existing Town personnel policies, practices, and/or procedures.

Generally, the only benefits negotiable for recruitment purposes are:

»  Starting Salary — hiring above Step 3 requires prior written approval from the
Human Resources Director — see Section 5.5.d of this Hiring Policy
»  Vacation Leave — see Section 5.4.d of the Vacation Policy [#P-302].

All job offers are conditional, as prospective employees must submit to and pass
certain required checks to be conducted by the Human Resources Department.

Final job offers/award letters shall be communicated in writing and shall contain
certain minimum information. The Human Resources Director shall be consulted in
utilizing the standard letter. The Appointing Authority or Human Resources
Director shall sign final job offer/award letters.

5.5 Authorization to Hire Above the Minimum Step

55.a

5.5

55.0

5.5d
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After screening applications and interviewing candidates, the Human Resources
Director and Department Head/Appointing Authority shall select a final candidate.

Department Heads/Appointing Authorities should attempt to hire a candidate at the
minimum step whose qualifications match the requirements of the position.

If the Department Head/Appointing Authority is unable to hire at the entry level
salary, he/she shall seek the assistance of the Human Resources Director in
negotiating a salary within the position pay scale. The following should be
considered:

The successful candidate’s current rate of pay

Other qualified candidate’s current rate of pay ( if applicable)
The successful candidate’s current benefit package

Salaries of similar positions of comparable communities

The education and experience of the successful candidates as it relates to the
position description

e Other relevant information

Hiring above step 3 of the classification and compensation plan requires prior
written approval by the Human Resources Director.

5.5.d.i  The Personnel Board has developed form #D-101 - Request for Hiring
Above Step 3, which must be filled out by the Appointing Authority and
submitted to the Human Resources Director.

5.5.d.ii  The Human Resources Director shall consult with the Appointing
Authority [or Appointing Authority chair if a board] and the Personnel
Board chair in making the decision.
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5.5.d.iii The Human Resources Director shall review the request to meet any
reasonable requested date, as putting together an offer to the selected
candidate is time critical.

5.5.d.iv. The Human Resources Director decision on hiring above step 3 is final.

5.5.d.v  The decision of the Human Resources Director is not a budgetary
approval. If the approved Grade and Step equates to a dollar value that
exceeds the approved Fiscal Year budget amount for this position, then the
Appointing Authority is required to obtain budget approval from the
Finance Commission and/or Town Meeting.

5.6 Hiring Documentation
The following documentation shall be compiled by the Department Head/Appointing
Authority and forwarded to the Human Resources Director prior to the employee’s first day

of work:
e Payroll Change Form e Employment Application and Resume
e Conditional Job Offer Letter e Pre-employment Physical Form
e Reference Letters and/or Telephone | e Any other form required for the purposes
Reference Check Reports of a background check, if applicable

5.7 Orientation
5.7.a During the first week of employment, preferably the first day, the employee must
meet with a representative of the Human Resources Department and/or the Benefits
Coordinator, and the Retirement Coordinator. The employee will be required to
submit any and all documentation, which is submitted to them as part of the
Orientation process.

5.7.b  New employees may also be required to undergo certain New Employee Training,
such as computer training, diversity in the workplace training, safety training,
sexual harassment training, and/or other developed training deemed necessary.

The following hiring document associated with and attached to this policy may change to meet the
needs of the Town or new requirements of law. The HR Director may make the necessary document
changes without changing the intent or content of this policy. Please consult the Human Resources
Department for the most current version:

#D-101 - Request for Hiring Above Step 3 [Section 5.5.d — procedures]

#P-101 Hiring Policy Page 5 of 5
Original Adoption Date: 03/17/2004 Last Public Hearing: 10/17/2012 Last Update: 10/17/2012



1Jo [ 93eq

No3YD punoidyoeq v

Jo sesodind oy 10} pasmbeour swio} Joyio Auy
uLIo} [eoIsAt Juswikodwe-a1g

Japa[ JJJO qof [euonipuoy

sprodai yoayo

90u0IaJa1 suoyda[e) 10/pue SIS SOUIY
awnsas pue uonjesrdde juswkodwg

4

[-0ddH

¢-Dd4dH woly

*UOTJRULIOJUT UINULIIUTUI

UIBLI99 UIBJUu0d

191391 pJeme/Idjjo [[eys pue MQH—MES

A

AAA AAA
A

uLioj a3ueyd [[oJded
110393110 ¥H Y}
0} pap.em.ioj pue yy 10 H( 343 Aq pajidwod
3 [[eYs UOPBIUIWNIOP SUIMO[[0 YL,

qofl reuy udis qreys

10303111 YH 10 VV ur pajedrunuiod

aq [[eys Jon9]

pieme/apjo qol jeur]

CLOT/LT/0T

¢-DddH oL

L€ daig
9A0QE 21y
0} 1sonbay]

~MH £q pajonpuoo
s309yo padinbai urepoo
o| ssed pue o3 jruqns isnw

seokojdwo aanoadsoxd
Se ‘[euonIpuod
a1e sxepo qof [[v

‘aysqam senuniioddp
juswkodwg s ,umo], oy}
woJy uorjesijdde umo,
ojerrdosdde ayj yrwuqns

jsnut syueorjdde [y

puE SUOIJEOO0] UMO],

ojerrdoadde ur 3sod

1eys YH ‘peaoidde
puB MIIAQI 90UQ

4

peaoidde J1 ‘A[jeuroixa

[reur Jo suoydoyay
£q sejepipued [nyssaoonsun AJIION < \l\\l/
10JJ0 qOf MOIAQI pUR 9JepIPURD [BULJ 109[OS <« o8 "opeul J9JJ0 qol
ajeridordde a1oym S9OULIRJI 10BIUOD e, [eury Jo [enur Aue
UR SMITAIJIUI [eUlJ JOJ S9)epIpuRd 1099 HH 9 tog paurad 01 Jorid 10300u1(]
p [ATSIIL [EUL.JO) SCIEPIDUBOI0RISS. « [ =+ g eaoxdde uonum Jord : .
[rew-9 Jo suoydeje) Aq wiey) AJiou pue I Jum ¢ dais oA0 nm m:Eu.\Qm UH {ui gim
MOIAIOL 10] SejepIpued payyienb 10008 « P - <¢.~\EQ J[NSUOD [[eYS S, YV
FOIRRIDUED {[B oy ‘Areres Sunrels 104
Joj suonsenb uonoajes prepuess dojoasq <« :
103 JI0M [[BYS VV/HA/H y o~
(B
uoneuLiojur K1ejes
pue ‘opeJ3 ‘uondiiosep
vV oy £q uonsod Surisixa

ue uo paseq Junsod
qof e aredaid 03 YH ym
A oM [eYs VV/HA *YL

I-D4dH

JIBY)) MO[] SS3301J SULITH
AVO4d TANNOSHId —~dOOMUYON 40 NMOL

¢parsod 3q 03 uonisod
S jueORA © sarmnbal
0} QO_. ST \Aﬁ loyny
Sunuroddy

‘PallY

J

§204N0SY UDUWINE] O] S42fo4 WH
POIL puawilavda(] 01 S4af24 FHA
Apraoyny unyuroddy oy siafod By




[Jo [ o3ed

‘Teug st
103001 YH oY

¢-0ddH

*‘SUIAl UMO,
J0/puUE UoISSIWuIo ) duBUL] 3Y)
wiodj [eaoxdde 3o3pnq urejqo o)
paainbau s1 fjrioyyny Supuioddy
3y ‘uonisod ay) 10j Junowre
198pnq 1vaA [edsyy pasoadde
3y} SP3IIXI JBY) InjeA Jejjop
& 03 sajenba doys pue apeas ay)
J1 ‘1eaoadde A1e3o8pnq e jou si
10323111 Y H Y3} JO UOISINIP Y,

JO UOISI98p oYL

[-DddH oL

-OddH

C10T/L1/01

-

"¢ delg aa0qe aily "UOISIOap o} Suryew *1039211(

0} paAoAU0d Fuiaq ur Jrey) pieog [aUU0sIod WUH 9y 0} syrwuqns pue

Jagjo ue 03 Jorid -« pue [pIeog ® J1 1Ry < [¢ doig 2a0qy Surmg

paumbai st 1030211 VV 10] VV U} Y3IMm 3[nSUod 1oy 3sanbay] 191
L UH Y3 4q [eaoxddy [eys 1030011 ¥H YL ~@# W10j 0 S VV/
1 aa1s
1-0ddH wol

JIB{ ) MO[] SS3001J SULIT

MAVOd TANNOSYHAd ~dOOMYUON 40 NMOL

§20410S2Y UDWINE] O} S4dfo4 Y H
poag] juaunwda( o siafod HA
AQpraoyny Sunpuioddy oy s42f24 Y




